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' ) JOINT INTELLIGENCE STULw

L PUBLISHING BOARD
JCS Declassification/Release Instructions on File

POSITION QUESTIONNLIRE

1. Name (Last) (First) (Initial) 2, CSC Class and Crade
COMSTOCK  DCROTHY DEWEY Engineer draftsman ($3271.80)
3, State Dept. Lo SAE, ocL JISEB? ,
Lgency Subdivision (Branch, Section, Subsection, Desk)
. "~ Graphic & _
5. _Assistant tc Chief . . i 6._Bg,p_r.fmnjuon o o
JISPB Position Title ¢ Sectien v Unit
) 8.

Describe your duties. That do you do and how do you do it? List your
duties in order of their importance, starting a new paragraph for each
duty. (List any machines or special equipment used. ) Give your best
estimate of the percentage of time each week spent on each duty. Use
an additional sheet if necessarya. .

DUTIES PERCENTAGE OF TIME

1. hots 88 lieison for the Oraphic & Reproduction Secticn
and the Bditorial Section on all matters pertaining to . v 30%
graphiec material. This involves: a) Discussions with
editors concern ng desired changes in graphfc material
submitted by them; b) the use of independent Judgement
in the seclection of originals to be veed in construction
and in the compilation and technical methods to be emp-
loyed in the presentation of data, i.e., ihe use of
sumtoly, actusl placement of information on the map, con-
tent of legend, the styles and sizes of type to be used,
the use of gzipatone patterns and ctherdrafiing materials;
c) assigning priorities to all graphic work handled in the
section according to production deadlines, and 4] writing

- technical drafting specifications, sssigning werk to
draftsmen, and supervising all work done by them. Through=
ocut, there is the responsibility of seeing that all tech=
nical information is presented accurately and that the.
material is completed by production deadlines,

2. Checks all meps and black-line figures to see that they
meet JANIS standards, noting accuracy of scales, zrid, 15%
registry, placement of symbols, hydrography, proper presen=
tation of deaired information and suitability of color etec.
This involves contacting members of contributing agencies
to explain corrsctions on waps already submitted b, them
or to discuss JANIS requirements for future studies.

3. Orders the reproduction of all figure inserts from
various government agecnies, i.s., Army Map Service, Dep- 10%
artment of State, ete., or cutside printers. These re-
production orders specify the mumber of coples desired,
reproduction deadlines, eize, final trim and colors desired,
shipping directions, instructions for corner tab imprint,
L-die out cut, etc. Hare it is necessary to contact re-
production units of other agencies to determine the cheapest
and quickest forms of reproduction and to decids-on thas
method to be smployed.

k. Reviews, prepares and orders the reproduction of o
overiays for the JANIS base map, Thias includes: a) Review- 10%
ing material submitted for duplicaticn of information;

b) checking for accuracy of regiatry, duplication of
names, confusion of symbols and lsttering, placement of
title snd legend snd proper uses of plates, &nd ¢) ordering
the reproduction of the above, specifying coler, trim,
size, etc,, desired.

(OVER)
(use reverse side if necessary)
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DUTIES . o . ’ - 7 PERCENTAGE :CF TIME .

o 3
>

Prepares. the Plana Pouch. .This involves: &) Ordering = 058 =

the pouches; b) preparing. the pouch labsl with table of
c:ntents and index sketch sapy ¢) ordering and prep: ring
corner tabs; d). ordc-ing imprint material for the

bakk of eagh plan and e) checking the asmenbly of plém o

at the Army Map Service before final distribution.

Determines amount: of reduction necessary for all black-line . 10%
figires and marks same with size speéifications for printer,
1ndicating rimi fignre sizes on capticm lists, ete, :

Adminiatrative dut.ies include:

a)
b)
o)
d)
e)

Finsl checking of editors' orders to see that repro- ’205
duction of all graphic material has been arranged for,
Maintaining graephic progress records and monthly

- time reporis.

Ord=ring all drafting equipment and raintaining =

type orders.

Checlding to see that all maps have been sent to the Board
on (Gecgraphical Names for name check.

Other duties a3 assigned by the Board,
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7 1.8.P.B. Position Questionnaire (Contd)
. Approved Epr Relélise 20071441 $1®MRDP¥$-0WA000200040006-7

9. Give your immediate supervisor's name apd title, MTYS. Margaret Mace Kingzan
o hief, Oraphic & Heéproduction Section
10, Does your supervisor give your work to you? yes __ no. If not, who
does? (Name and title) Individual sditors & Mrs, Kingran

11. %hat is the status of work when it is routed to you?__In the form of orders
submitted by the Editorisl Section, requesting graphic material be prepared
and ordered for reproduction. .

12, %ho checks your work? (Name and title)_ [Editors check work done for them
and ¥Mrs. Kingman reviews any unususl problem.

13, How is your work checked? _The greater part of my work is conducted without.
the direct supervision of ny immediate supervisor and a complets check
of the material I handle is impossible. ]

14. List -any unusual features of your work which you consider important.
It is necessary to be thoroughly familiar with all technical instruments
and materials used in cartogrephy and to supervise thelr use, to have a

thorough knowiedge of all types of graphic material, i.e., line-cuts, half tone

aerial mosaics, photographs, acetate overlays, chipboards, ete, and to be
femiliar with the most economical and expediticus wethods of reproduction.

Throughout, because of publication deadlines, there is constant iime pressure

and work must be assigned end handled sccordingly.

15, If your work involves the diresction or supervision of others, planning
of work, assignment of work, discipline of subordinates, inspection,
review, or aporoval of work or reports prepared by others, give the names
and titles of employees so directed or supervised., If more than four
persons are supervised, merely give number and titles.
Supervision of l draftamen and a map clerk, tecinical adviee to proofreader,

Ag:'t, & Chief of Art Unit, Cimef cf Map Procurement, and review of secretarial

work done by Chief clerk and ty;ist on special projects.

16. Certification of Completeness and Accuracy. I certify that, to the
best of my knowledge, ths above statements are true, accurate, and
complete.

Signature of Employee Date

17. Comments of Immediate Supervisor. Explain any inaccuracies or incomplete
statements. State exactly extent of supervision and direction employee
receives. Indicate any unusual features of or factors involved in
position, %hat experience is necessary for this job? Does the present
incumbent. have this experience?

Fxcept for new and/or unusual problems which arise, the incumbent requires
1ittle svpervision. She is able to anawer contributor's queries on the prepar-
ation of graphic materisl and has clear understanding of the problems of
graphic prcduction, She maintains liasison with the graphic mections of the
contributing agencies and is clear and underatsnding in the discussion of map
and graphiec problems at sonferences with the contributors.

Experience in all types of drafting and cartographic problems is necessary
for this position. Also, the ability to understand the problems of outside
agencies with varying cartographic end graphic equipment and personnel, The .
present incumbent has the necessery experlence for this position.

I certify that, to the best of my knowledge,
the above statements are true and that the

work outlined in this questionnaire is actually
involved in the position described.

Signature of Supervisor -—-Title and Grade

Approved For Release 2001/11/18a«@AARDP79-01147A000200040006-7
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Ao JOINT INTELLIGENCE ST
PUBLISHING BOARID-

BOSITION QUESTIONNAIRE

1., Name (Last) (Firgt)  (Initial) 24 CSC Class and Crade
FLEET CARROLL T. Clerk, CAF=3 (% 2394)
3.> *ap_ﬁﬂpi._w be_Tweentive Division,. Plans.and Policy Branch
hgency Subdivision (Branch; Section, Subsecfion, Desk)
. Graphic &

5. Grashie Clerk 6.Reproduction 7.

JISPB Position Title Section Unit
B

Describe your duties. What do _vou do and how do you do it? List your
duties in order of their importance, starting a new paragraph for each
duby.( (List any machines or special equipment used.) Give your best
estimate of the percentage of time each week spent on each duty. Use
an additional sheet if necessary. i

DUTIES ‘ PERCENTAGE OF TIME

1. Haindnance of {iles of Gra hic and Reproduction
Section. This involves:

2. The keying of =11 incoming graphic mater=
izl subnitted by the Office of Haval Intelli-
zence, idilitary Intelligence Division, State
Vepartment, Army lap Service, 8tc, I[his material 30%
consists of aerial photographs, map ordgzinals,

- color nroofs and linecut originals, All work is
logged, sorted according to JAHIS chaptors,
assipgned specific tey numbers and delivered to
the chapter editors or filed for future reference.

b, ¥eying and logging in the reproduction
copy (typed manuscript pages), preparing it for
shipnient to the srintinz establislusents, logzing
out all reproduction vaterial (illustrations and 15%
text) to the printer, and preparing the package -
receipts, When this material is reburned, the
proofs or blueprints are nmorked with key numbers
corresponding to eyed originals and caption lisis,
and receipts are checked and returned to the
orinters The checked proofs and DLineprints are
uheg logged out —ith the rewroduc ion .ordger and
new reéceipts prépared. i Sl G

c. The premaraltion for shipnent and 1ovving
out of the orizinals Jor all color -inserts which
require separzte reproduction in the various ‘ 10%
rerroduction depertments of other govermment
agencies, i.e., Army llap Service, Government
Printing Office, lydrographlc Office, etc, This
involves naking out necessary receipts and
wrappinzg the classified watzrial -iccording to
security regulations,

de The logging out of all graphic material
#hat is sent Lo the Board on Geogranhical IJames
for checking, Here, there 15 the responsibility ' 5%
of checking on the ovrogress ol the work while it

is at the Board on Geogra hiecal Hanes, and, upon
its nonolction, off informing the editor that it
is ready for ordering.

e, The revurning of all origzinnls to the cone
tributors, This comprdses keeping records of 10%
orizinals to be returned, filing these, obiaining!
necessary recelsts and security wrapping for courd
ler sefvice,

24 Assistant in Drafting:
Aggidts in the layout and drafting of meps and 30%
charts .requiring the use of the more aimple draft-
ing instrments, (use reverse side if necessary)
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9.

10.

11.

J.I.S.P.B, Position Cuestionnai=~ (Con'd)

Approved For Relqaﬁg 2004£4H4 9s: l@%ﬁDRJ@gQ_IM»KAOOOZOOO4OOOG-7

Give your immediate supervisor's name and title.Dorothy D, Comstock, Agslt.to Chie

Dogs your supervisor give your work to you? X _yes __no. If not, who
does? (Name and title) .

“hat is the status of work when it is routed to you? iterisl for keving and

£iling in Vax;uuﬁ,sxigaE.Q;‘JnmunsiiQn‘.Drafiing,wnnﬁgin_ﬂorm.og.rangh_drﬂfts

with written or oral instructions.

s..acetate

cation ar

12, %ho checks your work? (Name ana tltle)Tﬂgggjhy;u4_ﬁgmsﬁggk,_ _iQ“thef
Mrs, Kingman, Chiéf, Indirect rembe?

13. Hov is your work checked?Since the files are used by all memhers of the staff,they
maintain a constant checlk on_the accuracy of the keying, Jogging and £i1ing, An
error of any ‘type would cause delay la productiopn and errors in keying could
cause errors in the printed conv,

14, idst any unusual,fuaturus cf your work which you consider important.

In ceder te—hevd o th roush understanding of this work, 1t is necessary to

be familiar with all tvpes of sravhic and text nﬁtnria1 handeﬂ ja.-this office.
The gravhic material consists of aerial oi Z i

0V6r1dyb, 1Im nositives, bluel ;ngg,_chlpzxuxlqhgwl_jnnes,wl1nanhss,_etc., and I
must distinguish hetreen these_igijggguhwjhgmhaggngdiqgly‘“¢hﬁ_$axt_materlal
consists of orizimal covy, maried covy, iallevs, page proof, imjustified proof,
justified proof snd blueorints and I must recosnize each. Alsa T must he ahle to
sort material according to JANIS chapters ubich requires an overall knowledge of

15. 1f your work involves ths direction or supervision of others, planning +he vpubli-

of work, assignment of work, discipline of subordinates, inspection, 3
review, or aporoval of work or reports prepared by others, give the names jtg con-
and titles of employees so directed or supervised, If more than four tents,
persons are supervised, mersly glve number and titles.

15. Certification of Completerdess and Accuracy. I certify that, to the

" best of my knowledge, ths sbove statements are true, Jccurate, and
complete.
Signature of Hmployes Date
17. Comments of Immediate Supervisor. Explain any inaccuracles or incomplete

statements. State exsactly extent of supervision and direction employee
receives, Indicate any unusual features of or factors involved in
position. %what exnerience is necessary for this job? Does the present
incumbent have this exverience? : )
#hen the work-load of the sectinrn is leavy and deadlines have to be met,
comnplete supervision is not exercised and, therefore the work must be always
complete and accurate., ‘he incimbent shows initiative and good judgement in
the setting up of new {iles and systems which are approved and reviewed by
the constant use oi members of ths staff,

Gxperience In recognizing and classifying material in various stages of
oroduction, and various color overprints in negative form alie most neqﬁéssary
Lor this position. The present incumbent has this experience,

I certify that, to the best of my knowledge,
the above statements are true and that the

work outlined in this questionnaire is actually
involved in the position described.

Signature of Supervisor =--Title and Grade
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PP gl JOINT INTELLIGENCE STU®T

PUBLISHING BOARD

POSITION QUESTIONN/IRE

147A000200040006-7

1, Name (Last) (Pirst) {Initial) 2. CSC Class and Crade P-3
3¢ lawvw Department. 4v_Cffice of Mayal Intellizence, (JISPR)
Lgency ‘Subdivision (Branch, Section, Subsection, Desk)
, Gra hic & o
5, ABsistoab to Chief ( 6.ieproduction 7. _Apts .0l
' JISPB Position Title i Section Unit
8.

Describe your duties. What dc you do and how do you do it? List your

duties in order.of their importance, starting a

new paragraph for each

duby. (List any machines or special equipment used.) Give your best
estimate of the percentage of time each week spent on each duty. Use

an additional sheet if necessary.

DUTIES

PERCENTAGE OF TIME

1. Is:fedpoasible for.the.preparation and mounting
of air mosaics, the interpretation and annota-
tion of air photograchs, =nd the preparation of
specifications for retouchins and crooping.

2. Agsisty chief in chaoeing the best originals of half

tones for revroduction and malkking halftones
with sizes and crop marks for revroduction,

3. Assists chief in ddyout and pasteup of dumy
make-up pages and the review of all page proofs
2nd bluevrints for layout =znd correct nlacement

- of heads, {izures, tables, ote.

SeerParagraph 17,Page 2.

(use reverse side if necessary)
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J.I.S.P.B. Position Guestioanair~ (Con'd)
Approved For Relears; 2084411/ 91 GIA-RDR78:01447/4000200040006-7

-3
9. Cive your immediate superviscor's name and title.Lt, Cmdr, Ralph ""hitney,Chief,
: Art <ovidndiedeaws Unit

10, Does your supervisor give your work to you? X yes no. If nct, who
does? (Name and title)

11. ‘%hat is the status of work when it is routed to you? kdited phdtozraphs with
editor's requests for annotation,omounting, ete, Gallev and nage nroofs for
makeup and review, . ;

12, %ho checks your work? (Mame and title) L. Cmdr, Thituey, Chief;‘ArtJ‘ﬂgzﬂ'*"P
Ltrse Mili.Kingman, Chief, Graphic and Reproduction Sectilon, Chapter editor

3, How is your work checked? #gainst ediltor's orders for photograpus and
against galleys [lor wage releup. )

14. List any unusual features of your work which you consider important.

At present I am becoming acquainted with the vapious aspects of the work
of the Graphic and Reproduction Section by doing apprentice work in . .
each of the stages of oreparation of JANIS.

15, 1f your work involves the dirsction or supervision of others, planning
of work, assignment of work, discipline of subordinates, inspection,
review, or aporoval of work or raeports prepared by others, give the names
and titles of employees so directed or supervised, If more than four
persons are supervised, merely give number and titles. )

16. Certification of Completeness and Accuracy. I certify that, to the
best of my knowledge, the above statements are true, accurate, and
complete,

Signature of Employee Date
17. Comments of Immediate Supsrvisor. Explain any inaccuracies or incomplete

statements. State exactly extent of supsrvision and direction employse

receives. Indicate any unusual features of or factors involved in

pesition., What exnerisence is necessary for this job? Does the present
incumbent have this experience?

e, Gimmel has been with the Gravhie and Reproduction Section since 24
June 1947, and in order to acquaint hinself =ith the work of the section and
in order to indicate to usg vhero his abilities 1lie, has performed (besides
the dubles outlined in Paragravh @ ahove) miscellaneous duties such as the
proof-reading o a set of ~alleys, the vreliminary editing of "Gazetteer and

: a . Ry n = . N
iap Appraisal®" of JAUIS 71, the preparation of a work sheet and drafting

specifications for an overlay for the JANIS base on "Topographic Fap Coverage",etc.

He has previously been with the section as =n carlogranhér-apd - dr ftswan =nd
at that time became well-scguainted with She work of the @artosraphic Dadt.

Hig experience in the Mavr Nenroduetion Section has siven him rc-ngnition
of the possibilities and reuuirenents of reproduction processes such as;
offset, unotostat, ozalid, ditto, mimcograph, multilith, ~hotozraphy (including
micronhotography). As cartosravher he hzs bad experience in the construction
of wap vrojections, the evalvation snd editing of maps and charts, ote, Ve
hope to make usec of this exneriecnce as he hecomes oriented in the ~ork of the
section,

I certify that, to the best of my knowledge,
the above statements are true and that the

work outlined in this questionnaire is actually
involved in the position described.

Signature of Supervisor —-Title and Grade

Approved For Release 2001/11/182::€1R-RDP79-01147A000200040006-7
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JOINT
PUBLISHING BOARD

POSITION QUESTIONNAIRE

EARE DOROTHY e

Agency

Name (Last) (First) (Initial) 2, CSC Class and Grade“ﬁuw ,

Editoria) Qlevk (3318,10)

Subdivision (Branch, Sedt én, Subsectién, Desk)

-Grephie &

to Chisf(Production) . .. 6iBs;roduetic

"JISPB Position Title « "Bection

m 7-
Unit

Describe your duties. Vhat do you do_and how do you do it? IList your

duties in order of their importence, starting a new paragraph for each
duty. - (List any machines or special equipment used.) Give your best
estimate of the percentage of time esach week spent on each duty. Use

an additionel sheet 1f necessary,

DUTIES

PERCENTAGE OF TIME

1.

3»

he

As Assistant 4o Ohisf {Production), assumes
revisw

N or

and sorregtrese of proofs of all chapiers
and cloars all proofs through the varicus
sagen of printing, In the abssncs of the
Chiaf, is prepared to furmish information
on statos of all mterial wabtmitted for
printing, and to divest and approve trans~
nittal of mterisl to the printer,

As Bditorial iAssistant, conmilts with sditors
off SFATge# #5d GorTeotions in mamsoript or

~ proaf) informs Editor in Chief of depariures
from JANIS styls and of oShar errorsj ooz
piles notes on proposed changes in editordal
practices for JARIS and recomends sane at
sditorial staff sestings. Wen necessayy,
sonpiles or conmpletes mmmusoript of List of

Bffactive Fages and fabls of Contentas,.

Gopy edif t DROpArSS aopy rer the printer;
sise and fave, capitaiisation,

indention, ato,, of all mmsript ‘hm;
insiuding taxt, extrest, text fuotnotes,
oaptions, table of contents, list of efface
tive pages, latter of promilgation, and -
imprint, Submits to the Ghisf, suggestions
Tegarding format specifications, espeoially
as npoessitated by variations in ohaptey
eonitent for which standard specifications
ks no provision,

and ' ¥ reads galleys againat

tes sorrections for
obvions srrore} wms editors
abatyuse statesents in teshniecal mbject
satter. Is prepared to de mmkewup of paste~
up dumgys Checks page proofs against sore
racted galleys and paste-ap dummy,

508

5%

iss

(us¢ reverse side if necessary)

Approved For Release 2001/11/19 PGQIA-RDP79-01147A000200040006-7



e J.I.8.P.B. Position Questionnair~ (Con'd)
Approved For Relegna: 20644414 9=iQIA-RDRZ9:01147A000200040006-7

9. Give your immediate supervisor's name and title.

s ngmang Chis ’@l* ke
& ﬁmzeu Sestion

10. Does your supervisor give your work to you? R yes __nos If nct, who
' does? (Name and title)

1l. %hat 1s the status of work when it is routed to you?_ As sdited mamaseript,
- Bl * {latter preas) op lat and 24 proof snd blvaprists
offuet)s

“ho checks your work? (Name and title)_p

14. List any unusual features of your work which you consider important.

15. 1f your work involves the dirsction or supervision of othsrs, planning
of work, assignment of work, discipline of subordinates, inspectiocn,
review, or aporoval of work or reports prepared by others, give the names
and titles of employees so directed or supervised, If more than four

persons are supervised, merel ive number and titlc&. Issosnos of instruc iﬁm
154 Bleetromtio (Ooaseroial) firmg 2 ;
{2 " sorrection¥ an
has riamm-rw*u Mm h’ﬁ iigghm? 1
mmm‘“ Iﬁﬁmulmwﬁhu positios,

.16, Certification of Completsness and Accuracy. I certify that, to the
best of my knowledge, th: above statements are true, accurate, and
complete.

Pomig s fer 13 335 1007

” Signatur;/ of Employee “Date

17. Comments of Immediate Supervisor. Explain any inaccuracies or incomplete
statements. State exactly extent of supervision and direction errployﬁe
recelves. Indicate any unusual features of or factors involved in
position., What exnerience is necessary for this job? Does the present
incumbent have this exverience?

Becsuss JANIS is reproduced wvarisusly by straight letterpress prj:;tmg, aff-
set lithography from yeproduction sopy preparsd on slsdtromatic typlmnu,
and offeet lithogrephy from linctype yeproduction wutn, dnmuanbent sust

advantages, limitations and spsoialised techniques of marking, handling, and
mecling text and illustyative satter in each stage of each process,

MmmngmdmmdtmwﬂMhn

usual Whm@mmam’ for this
g:’:;tMmuntimm axoeptionally mll-fittad and in this

I certify that, to the best of my knowledge,
the above statements are true and that the
work outlined in this questionnaire is actually
snvolved in the position described,

Signature of Supervisor - ~-Title and Grade

Approved For Release 2001/11/19:46IA-RDP79-01 147A000200040006-7
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JOINT INTELLIGENCE STU

PUBLISHING BOARD

POSITION QUESTIONNLIRE

1, Name (Last) (First)  (Initial) - 2, C8C Class and Cradegi.7 (133397.20)

PLATSHON  ». ALVIN _ Sy, Topographic Draftsman
3. Army iap Serviee 4-*~Enfinaazuﬂasaarch~Sectfgn it
- hgency . Subdivision (Branch, Section; Subsection, Desk)
: iap Pro-
5 . ! + ot g ‘b. o curaenent 7e
: JISPB Position Title Section - Unit
8.

Describe your duties. Yhat do you do and how do you do it? List your
duties in order of their importance, starting a new paragraph for each
duty. (List any machines or special equipment used.) Give your best

estimate of the percentage of time each week spent on each duty. Use

an additional sheet if necessary.

DUTIES PERCENTAGE OF TIME

1. Separation Draftirss:
‘Drafting of separation bourds of hydrogrsohy
oven water tint, border and srid, administrative 45%
names for JANIS base map.

R« Prevaration of compilaticn base ap:

(1) Discussion with Chief, i'ap Procurcment
Bection, and Director, JISPB on merits ol
possible maps to be used as source For the
JATIS base :ap,

(2) Orderin: of blueline chipbonrd of source

nap.
(3) Drafting compilation rap from source uap
(4) Consultation with prover authoritiss on 36%

correct placement of houndaries

{5) Securing of recommendations of tho Board oy’
Geographical ifames for all place narmes;
ordering ol type For these names,

(6) Consultation with Topographic Branch,G-2,
on correct relief and hydrography and

- checking of reliel plate against JANIS basel.

(7) Preperation of reproduction orders for
blueline chiphoards =nd paper prints
{prelininary bluslines) for distribution
to contributors,

3. Assisting the Chief, Map Procurement Section:
(1) To wrocure all the refcrence maps,related
publications and all maps that coudd
possibly be used as a source Tor the JANIS

base.

(2) To maintain complete mep files nnd return
to lender or destroy file raps when they
have served theilr purpose,. ) 20%

(3) To wake = study of «aps in the JAUIS area
in compilation at other rap-usking agencleg.

(4) To checlk wap evaluation chrpters of JAKIS,

(5) To neke direct contact with various agen-
cies on special covorage sbirlies, In such
instences The Lap Procurement Section is
responsible Ior the safe conveyaiice of
wanuscript, celor pulls, and classified
corresvondence to and from the varlous
agencies,

(use reverse side if necessary)

Approved For Release 2001/11/19E<G1A-RDP79-01147A000200040006-7



J.I.8.P,B, Position GQuestionnair~ (Con'd)
Approved Eor Reled&e2001£rH4921CIA-RDRTOQ1MTA000200040006-7

9. Give your immediate superviscr's name and title, £Ea$zﬁ RabewiSon, Chiefl,llap

Procurement Sectlon:
10. UDoes your supervisor give your work to you¥ yes _x nos If not, who
does? (Name and title) lrs, rargeeet Kinsman, Chiel, Grashic and Reproduction
and Louls O,Quam, Director, J.I.S.P.B.
11. *hat is the status of work when it is rout d to you? Copy of source map with

indication of JAUTS boundaries, Qral instructions on map procurcient,

12, %ho checks your work? (Name and title) lrs, H.Ji.Kinswman, Chief, Graphic and
Qeproduction Sectioh, Iouis 0, uan, Director of JISPB,, George Robartson,Chief
Hap Procurement Section. '

13. How is your work checked? By couparispn with source map and additions or
corrections to be rade from data received from agencies responsible for
correct delineation of hydrosraphy, relief, bouidaries, namesg, ete, Copies of
finished rymp are sent these azencies for final review,

14, List any unusual features cf your work which you consider important.

_Contact with users of the JANIS hase map in its orelininary phase which

require decisions as fo .aioup of senaration boards on current and luture
studies, Iach study is - different problem with varying dan_siaaﬁxjo.bﬁ rade, and
new. _contributors w Q,;th y: rsc.nv fvpes of cortographic eqnipwent add tao the
groblens to be solved 1o the ise vap of the zosh wse to the nost

ceonles

15. If your work involves the direction or supervision of others, planning
of work, assignment of work, discipline of subordinates, inspecticn,
review, or aporoval of work or roports prepared by others, give the names
and titles of employses so directed or supervised. If mors than four
persons are supervised, merely give number and titles.

16. CGertification of Completsness snd Aceuracy. 1 certify thau, to the
best of my knowledge, th: above statements are trus, accurate, and

complete.
2 ; '/
Wm 7

Signature of Employee t

17. Comments of Immediate Supervisor. Explsin any inaccuracies or incomplete
statements. State exuctly extent of supervision and direction employee
receives, Indicate any unusual features of or factors involved in
position. %hat exnerisnce is necessary for this job? Does the present
incumbent have this experience?

After initial instructions are given, incumbent requireslittls supervision,
nce the J iIS base map is used by all conur;butin" agancies as work maps and

25 ruide or base Tor f"sr¢avs, and after publicaticn is used as a source by many

JAFIS users, incorporation of latest detanils and accuracy are of highest

importance,

Good cartographic judgement on detail to be used and solving of questi-nable
details, proficiency and aceuracy in drafting acquired from ra4ul training

and good experience is necessary for this vosition, The 1ncuubent hzs had excellent

experience and shows initiative and ability in the m081t10n.

-
W

I certify that, to the best of my knowledge,
the above statements are true and that the

work outlined in this questionnaire is actually
wnvolved in the position described,

Signature of Supervisor —-Title and Grade

Approved For Release 2001/11/18=::61R2-RDP79-01147A000200040006-7
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JOINT INTELLIGENCE §TU
PUBLISHING BOARD

POSITION QUESTIONNAIRE

1. Name (Last ) (Flrst) (Initial) 2, CSC Class and CGrade SP-7._
HRITON IOUISE T. Cartographic Drafteman (;‘?33271.80)

30 dar ”ena rhuent § ZQUQ_, TOUO”I'H-QJI:LC Dranch,G=2 " :

Lgency Subdivision (Branch, Section, Subsectlon Desk)

Graphic &

5. Chief Draftsman w B3 Beproduction 7. Ca phi

-JISPB Position Title “Section Unlt
8e

Describe your duties. lhat do _you do and how do you do it? List your

duties in order of their importance, starting a new paragraph for each
duty. (List any machines or special equipment used.) Give your best
estimate of the percentage of time each week spent on each duty. Use

an additional sheet if necessary.

DUTIES

PERCENTAGE OF TIME

1. Supervises tho work perforsed by the menbers of
the draftinz Jorce, Thds involwves: )
a, ascertaining correct priorities and assimn-

ing wori accordingly

N

of Individual lobs to each draftsm
ansvering queries concormin;; drafting
tdcehniques and subject matter.

3 n2,08 in progress, explaining

znd

c. Checking on
a1l corrections noted.

Throughout there is the resp nsibility of seeing

bhat this material is completed by 1ssi;n0d dead
lines which rewqulres the exercising of indevends
ent jundgement concrrring the quickest methods
of technical presentation.

2+ Perlforus the mor: difficult drafting projects
requiring a thorough knowledze of the use of
all technical instruments, This involves the
drafting of the rore intricate town plans,
prol_lle 5, m20s of 3-5 color plates, ete, In
addition, there is the layoubt of titles and
legends, the planning of organizaticnal charts
for the correct reducticn size [or JANIS,

3. Checks the overlays for the JATTIS base rap against
the basic plates to avoid duplication and con=
fusion of letterinz snd svibols, This freauently

res the rerogisteriny ol all nlates, the
subSuituting of abbreviations and v=rious type

izes, and the rearranzins ol cenllicting
“nggqlcaL data.
L. Additional dubies include %he ordering of trpe and

iy 1 a2 4
maints ning twpe order records and records on the

status of 2ll matorial in 'bi.e cov atruction unit,
(Obher dubies as assimos he Doard,

he Outlining the correct wethod of vresentatioh

(0%

mt
24

(use reverse side if necessary)
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9.

10.

4.

151

Give your immediate superviscr's name and title., Sopathy D, Comstock, fiss't to

N . Chief, Granhic Muﬁproductlon Sect
Does your supervisor give your work to you? _X__yes __ no.'If not, who

does? (Name and title)

“hat is the status of work when it is routed to you? .ritten specifications
Por constructicn of new mapss imlustritlve material with lists of corrections

and/or additions. )

“ho checks your work? (Mame and title) bDorothy D, Comstock, Ass't %o Chief;
Yargaret 1f.Kingman, Chiefs individual chaptor editor,

s

How is your work checked? The work is proocfed azainst the specifications list

by the Ass!t o the Chief For accuracy in plotting, consturction, spelling of

rwes, etc, Technical detiils of crarbing and overall sppecrance are checked by

e Chief. 7inal check of printed illustrations by JISPS siaffl anc JANIS readers,

List any unusual leatures of your work which you consider important.

The work involves lmowledage of the use of all drafting instruments and
vatericls, orinciples of l-vouh and some 'movwledie of ecartogranhy. The work

is clr sified =nd security ricasures are meintained, Umnusual pwo?lers in the
reristry of rulti-colored maps cue to shrinkage and expansion oi paper or
ncetate have to b solved. AlSo obher nroblems in the preparation of

material Cor reoroduction, .

1f your work involves the dirsction or supervision of others, planning
of work, assignment of work, discinline of subordinates, inspection,
review, or aporoval of work or raports prepared by others, give the names
and titles of employees so directed or supervised. If more than four
_persons are supervised, merely give number and titles.
2 agsgistant draftsmen

Certification of Completeness and Accuracy. I certify that, to the
best of my knowledge, ths above statements are true, accurate, and
complete. '

Signature of HEmployee Date

—
-3

Comments of Immediate Supervisor. Explain any inaccuracies or incomplete
statements. tate exactly extent of supervision and direction emoloyee
receives. Indicate any unusual features of or factors involved in
position. What experience is necessary for this job? Does the present
incumbent have this exnerimnce°

The emclovee at times a?so nsoists on comoilatloﬂ problems in the.
constnuetion of the JAUTS bise mep, and in the retouching and annotating
of vhotographs., '

The written drafting specifications are complete enough so thet a
minimum of supervision or direction is needsd in addition, When the work
load is heavy and deadlines immdnent, the employee works quickly wnder
oral instruction. ‘ .

Txperience in drafiting, the use of drafiing tools and techniques,
layout and graphice prCSPﬂtruloﬁ, elerentory 'mowledge of cartogrs:
concerning plottin: ol seographicsl locations and layout of maps,
some knowledge of the nrocesses of lithograchic and linecub reproduction
are necessary, The nresent incimbent has this necessary knowledge and
experience,

I certify that, to the best of my knowledge,
the above statements are true and that the

work outlined in this questionnaire is actually
wnvolved in the position described,

v

Signature of Supervisor --Title and Grade

Approved For Release 2001/11/182x6IR-RDP79-01147A000200040006-7
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JOINT INTELLIGENCE
PUBLISHING BOARD

POSITION QUESTIONLEI;IRE
Name (Last) (First)  (Initial)
WHITNEY ~  RALPH E.

“'I'S'I Bolivr

2., CSC Class and Crade ___

Lieut. Commnder, USNR
m
AFEG i gE Mavast

o b b Lk

Agency Sdbdﬁ.vmslon (Branch, Section, Subsection, Desk)
¢ GRAPH, & REPROy

-CHIEF OF ART W UMT

JIbDB Position Title ‘ Section

ART Se-bcliand

Unit

Describe- your duties. Vhat do you do and how do _you do it?

Tist your

duties in order of their importance, starting a new paragraph for each
duty. (List any machines or special equipment used.) Give your best
estimate of the percentage of time each week spent on each duty.

an additional sheet if necessary.

Use

DUTIES

PERCENTAGE OF TIME

1.

2,

3.

by

L Ve
Supervise the work done by the Art .&-Makeup-
Seation, This involves:
a. Ascertaining required priorities and
scheduling work accordingly.
be Outlining correct method of presentation
to assistant and to members of drafting
section assigned to assist in annotating,
etce
¢e Acting in liaison with editorial depart-
ment to assure correct presentation of
illustrative material,

This position involves the responsibility of .
meating required deadlines without sacrificing
quality of presentation.

Prepare graphic material (photographs, maps, charts,
. diagrams, etc.) supplied by editorial section

for transmission to photo~engraver, This involves:

aes Marking all material for desired cropping,
size, and scale of reduction,
be Retouching photographs which are not con-

sidered sufficiently clear for proper repro-

duction, This, in most cases, 1s difficulf

and exacting work, since much of the material

is of poor technical quality, and requires
extensive and extremely judicious retouch

to preserve and emphasize significant detail.

With foreign or captured enemy material,
vrevious annotations mist be deleted (with
out obscuring vital features) and new anno-
tations inserted.

Iayout of type pages. This involves careful plan
ning to insure that all tables and figures appeay
in proper Juxbaposition to their text referencesj
that facing pages preserve a becoming balance, an
that the most attractive possible typographic arm
angement be achieved throughout. This 1s done in
cloge collaboration with the chapter editor to
assure matual satisfaction.

In the case of reppoduction from blueprints made
from IBM Proportional Spacing machine, make minor
corrections in tables and text pages. This invol
IBM machine typing, respacing, ret.ouching and

[*7)

yes

splicing.

(use reverse side if necessary)
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DUTIES (Contimed) o PERCENTAGE OF TIME

Se

6e

Check engraverts proofs of graphic material to see that

best possible results have been obtained from specimens

submitted, and that plates will print clearly, and, in 10%
the cagse of maps or charts, legibly.

Check final proofs (type and engravings) to see that

approved layout has been adhered to, In the case of 103
reproduction from blueprint, check for flaws (broken

letters and mumerals, rules, etc,) that may need

retouching for clean finished results.

PR N

[
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. J.I:8.P,B, Positicn Guestionngire (Con'd)
o, Approved For Relears: 2064ét+4d %1@%@938@%000200040006 -7
Margaret Kingman, Chief of
9. Give your immediate superviscr's name and title._Gra on

10, Does your supervisor give your work to you? _X yes __no. If not, who
does? (Name and title)

11, ‘hat is the status of work when it is routed to yCU°_Illnshratixe_matexial has bee

selected by chapter editor, who sgnds orde.,.épe_giﬁd.ng_ma_desined,_indicates

cropping desired, etec, Type proofs are in galley form for makeup,. ...

12, %ho checks your wofk? (Name and title) Jwg,.Einghh#, o, Chief of Graphic and Re-
productions Dre Ce Fo Se. Sharpe, DethEditor-jn_thei,_alsn_pamicular editor

of chapter Involted, Work is checked for accuracy of adherence to chapter
13, How is your work checked? __editorlg omder, also for correctness of amnotations,

Retouching is checked by chapter editor to insure that, significant details have
beéen retained, or, if desired, accentuated; layout is chacked for accuracy,
plagemenit of tables and figures;, ete, -

14. List any unusual features of your work which you consider important.

Knowledge of reproduction techniques is necessary, also abllity to usa drafting
equipmente - :

~Twenty-years!l-experience-as-a- -commercisl-artistand dewigne¥, and art editor
—for-Cosmopotitan-Magazinesupply valvablebackground in taste and “Judgement.

15. 1f your work involves the direction or supervision of others, planning
of work, assignment of work, discipline of subordinates, inspection,
review, or aporoval of work cr roports prepared by others, give the names
and titles of employees so directed or supervised, If more than four
persons are supervised, merely give number and titles.

Gimel. Kermit, P-3, Assigtant ig.wm_mmm
Indirect supervision of 3 draf _retouching and art problenms.

16. Certification of Completensss and Accuracy. I certify that, to the
bast of my knowledge, th: above statements are true, accurate, and -

complete.

qlpnaturu of Employ@e

17. Comments of Immediate Supervisor. Explain any inaccuracies or incomplete
statpmbnts. State exactly extent of supervision and direction employee
receives, dIndicate any musual features of or lactors involved in
position., VWhat experience is necessary for this job? Does the present
incumbent have this experience?

The incumbent is also consultant on all art problems of design and layout, esp-
ecially in reference to covers, binders, twpography. etc,

Little supervision is recuired except =ith unusual orcmlens, or when a heavy
work=load means constant pressure to insure the meeting of deadlines where strict
vrio®fty and sequence of work is necessary.

The position requires ability to handle art, laynut malteup and vhotogra hie
problems. The incumbent has the ability, tmiamg and experience necossary for the
position,

I certify that, to the best of my knowledge,
the above statements are true and that the

work outlined in this gquestionnaire is actually
mvolved in the position described,

Signature of Supervisor --Title and Grade
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